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CHAPTER 1

GENERAL
1. Purpose. To establish policies, authority, and procedures to
acquire services and conduct Logistics operations within the

Savannah District.

2. Applicability. This regulation applies to all offices in the
Savannah District.

3. Ref er ences.

a. AR 405-70

b. ER 700-1-1

c. ER 37-2-10

d. ER 56-2-1

e. ER 56-3-1

f. EP 750-1-1

g. JTR Vol 1|1

h. ER 735-1-1
4. Admnistrative Details or Procedures. The Logistics
Managenent O fice (LMD is responsible to the Conmander to
conduct busi ness and provide services in the areas of Supply,
Transportation, M ntenance, and Facilities, and provide these

services In Accordance Wth (AW all regul ations referenced
above.
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CHAPTER 2
TRANSPORTATI ON

2-1. Motor Pool Operations.

a. Hours of operation. The notor pool hours of operation
are between 0700 and 1700, Monday through Friday. Any activities
not within the hours of operation nmust be coordinated with the
Transportation O ficer at extension 5336.

b. Vehicle reservations. All vehicles nust be reserved
before the vehicles are dispatched. Reservations are on a first
come-first served basis. Limted flexibility is allowed on the
type of vehicles requested. To nake reservations the user or
hi s/ her designate can call the notor pool at (912) 652-5396/ 5336
or 5395. \When nmaking the reservation the di spatcher needs the
follow ng informati on: name of the driver, type of vehicle
requested, the dates for the trip, and the destination of the
trinp.

c. Purchase Request and Commtnent (PR&C). To use a
government vehicle the requesting enployee nust initiate a PR&C.
The PR&C is conpleted in the Corps of Engi neers Financi al
Managenent System (CEFMS). The requester or originator mnust
estimate the nunber of days and mles that will be used, and have
t he proper resource code for the vehicle(i.e. GSEDANS, GIRUCK GP-
1, or GTRUCK GP-2). The user nust originate two line itens; one
for days and one for mles. Once the PR&C is originated, it nust
have the supervisor’s approval and certification.

d. Acquiring a vehicle during normal hours of operations.
On the day of the trip, the driver nust report to the notor pool
and give the dispatcher the nanme of the person for whomthe
vehicle is reserved. The driver will receive the keys to the
vehicle, the | og-book, sign for a Wight-Express gas card, and if
needed, sign for a garage access key. The driver nust give the
di spat cher a PR&C nunber for the use of the vehicle. (See above
sub- paragraph for vehicle PR&C and Chapter 3-5 for use of the
Wi ght - Express gas card).

e. Returning to the notor pool during normal hours of
operation. The driver will turn in the | og-book, keys, Wight-
Express gas card, garage access key, and any gas receipts to the
di spatcher. The | o0g-book nmust be correctly filled out to include
t he endi ng odoneter reading, the mleage traveled, and if needed
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t he amount of fuel purchased. The vehicle should be refueled
before returning to the nmotor pool. |If the driver observed any
problenms with the vehicle, the Transportation Oficer should be
informed at this tine.

f. Acquiring the Vehicle after normal hours of operation or
during the weekend. |[If a driver is |eaving after normal hours of
operation or during the weekend, it is the driver’s
responsibility to coordinate with the notor pool for dispatching
a vehicle in advance. The driver is allowed to obtain the keys,
| og- book, Wi ght-Express card, and garage access key during
normal hours of operation the day before the Tenporary Duty (TDY)
is to begin. The car will remain in the notor pool until the
enpl oyee is ready to depart. At NO TIME will a governnent
vehicle be taken to the driver’s residence or anywhere not
appropriate to the normal conduct of governnent busi ness.

g. Returning the vehicle after normal hours of operation or

during the weekend. |If a vehicle is returned after nornmal hours
of operation or during the weekend, the driver nust correctly
fill out the | og-book and place the book in the silver box

| ocated in the basenent of the district office. The keys,

Wi ght - Express gas card, gas receipts, and garage access key (the
key is needed to gain access into the garage, not out of the
garage) are to be placed in the slot of the |ocked drop-box. The
not or pool enployees will retrieve the itens upon reporting to
work on the next duty day. |If any problenms with this occurs, the
driver must informthe notor pool enployees first thing on the
next duty day.

h. Storage of a Privately Owmed Vehicle (POV) in the notor
pool. The driver of a governnment vehicle is authorized to | eave
a POV in the notor pool only if TDY is overnight. Enployees not
goi ng overnight are not authorized to park a POV in the notor

pool. The parking of POV's in the notor pool is a one for one
exchange, therefore only one person is allowed to park a POV in
the notor pool. The driver nust |eave one set of keys to the POV

with the notor pool enployees. The keys to the POV will be kept

in the notor pool office unless the enployee is returning after

hours. If this is the case, the keys will be placed in the POv.
i. Mdtor Pool Personnel Duties.

(1) Issue keys, Wight-Express gas cards, | og-books,
and garage access keys to out-going personnel.
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(2) Ensure that the dispatch sheet and | og-book are
filled out correctly, and that the Wi ght-Express gas card and
t he garage access key are signed out by the driver.

(3) Upon the return of the vehicle, log in the
vehicle, the Wight-Express gas card, and the garage access card.

(4) Ensure that the keys are returned and check the
| og- book for accuracy.

(5 Make proper entries in CEFMS, charging the user
for actual mles and days of use.

(6) Check the vehicle for cleanliness and fuel.

(7) Report any deficiencies to the Transportation
O ficer or Mintenance Coordi nator.

(8) Responsible for any other duties as instructed by
the Transportation Oficer.

2-2. Field Ofice Qperations.

a. For the use of a governnent vehicle, the parking of
POv' s and the use of the Wight-Express gas cards, enployees are
to conformto the local policy of the field office supervisor.

b. PR&C s are requested in bulk for the vehicles of field
offices, and the usage and mleage is reported to the district
office at the end of each nonth.

2-3. Non-Availability of a Governnent Vehicle.

a. Privately Owmed Vehicles. An enployee may use a POV if
a governnent vehicle is not avail able. The supervisor may direct
travel by any node (e.g., Governnent or commercial air, bus,
train). However, a supervisor can not require the enployee to
use a POV for official travel. |If a certain node of travel is
directed and anot her node of travel is used, reinbursenent at the
mnimumrate is authorized. Wen use of a POV is approved by the
supervi sor as the best neans of travel, reinbursenent is

authorized at the standard rate per mle. |If the supervisor does
not approve using a POV and one is used anyway, reinbursenent is
authorized at the mnimumrate per mle. 1In either case,

rei mbursenment is only authorized for the driver
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b. Statenment of Non-Availability. [If an enpl oyee requests
a governnent vehicle and one is not available, the enployee may
use a POV. However, the enployee nust obtain a signed Statenent
of Non-Availability fromthe transportation office. This
statenment nust be submtted with the enployee’s travel voucher

c. Rental Cars. |If a governnent vehicle is not avail able
and the enpl oyee does not wish to use a POV, a rental car may be
authorized. Car rentals are to be handl ed by the Carl son-
Wagonlit representative (912) 652-6066 | ocated on the first floor
of the district office. The enployee nust call ahead to reserve
a vehicle and present to the Carl son-Wagonlit representative a
copy of the travel orders, the dates for the rental, the type of
vehicle, and the pick-up/drop-off times for the vehicle. The
Carl son-Wagonlit representative will handle all the arrangenents
for rental of the vehicle. The smallest vehicle to acconplish
the mssion wll always be rented.

2-4. Use of CGovernnent Quarters. When an enpl oyee’s overni ght
travel is to a governnent or mlitary installation, the enployee
must occupy governnent quarters. |f the enpl oyee does not occupy
government quarters, a Statenment of Non-Availability or a Non-
Avai l ability Confirmati on Nunber nust be obtained fromthe
installation billeting office and submtted with the enpl oyee’s
travel voucher. A Statenent of Non-Availability may be obtai ned
t el ephoni cally, however the enployee nust put the confirmation
nunber on the travel orders. |f an enployee does not stay in
governnment quarters or have a Statenent of Non-Availability,

rei nmbursenent for housing will be at the per diemrate for

gover nnent quarters.

2-5. Travel Orders. Travel orders are originated in CEFMS. To
request travel by commercial air, the enpl oyee nust enter the
code TP (TRNSPN REQ - PLANE) for air travel which the governnent
is paying for. The cost code is 4 - TRANSPORTATI ON AMI - GOVT
TRANS REQUEST, the actual cost of the airline ticket. If an
enpl oyee is purchasing the ticket, the code is CP - COMVERCI AL
PLANE and the cost code is 3 - COVWERCI AL TRNS AMI - TRAVELER
for the price of the airline ticket, and it nust not exceed the
government rate for airline travel

2-6. Travel by Charter Aircraft. The use of charter aircraft is
usually reserved for the District Engineer (DE). Any other

el ement who wishes to fly by a chartered aircraft nust forward a
request to the DE's office for approval. After approval, contact
the travel office for reservations. Al charter flights are
charged to Anerican Express Corporate Card. Preparation of
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travel orders should be the sane as commercial air (TP-TRNSPN REQ
- PLANE). Contact the LMO travel office for an estimate of the
charter flight.

2-7. Travel by Commercial Airlines.

a. Reservations. Governnent and mlitary personnel who are
performng TDY wi Il make reservations through Carl son-Wagonlit.
Reservations should be nmade as far in advance as possible. The
of fice can nake reservations for airlines, rental cars , and
hotels. Travel orders are not needed to nmake a reservation,
however two (2) copies are required to pick-up the tickets from
the travel representative. Upon receiving the travel orders, the
Carl son-Wagonlit representative will input the information into
their travel system and issue the enployee a ticket and an
itinerary. Enployees are to reviewthe itinerary for correct
travel information (i.e. destination, tinme of departure, tinme of
arrival, rental car information, and hotel reservations). An
advance copy of the itinerary is avail able upon request. |If
reservations are made and tickets purchased by an enpl oyee, the
rei nbursed anmount is not to exceed the governnent rate.

b. Frequent Flyer Mles. The mleage points received from
an airline ticket while on official TDY belongs to the U. S.
Governnment. There are no exceptions. Even if the governnent

cannot use them they may not be used for personal travel. These
m | eage points can be used only in connection with official
travel. They may not be used for travel on perm ssive TDY or

whil e on | eave. The enployee nay use the points to upgrade
seating while on TDY, but not to first class. If the flight has
only two classes of seating, no upgrade is allowed. It is not
requi red, but recommended that an enpl oyee nmintain separate
accounts for personal travel benefits and those benefits earned
while on official TDY travel.

c. Upgrades to first class air. Joint Travel Regulation
(JTR) and Joint Federal Travel Regulation (JFTR) prohibits first
class air travel except in three narrowy construed situations.
The Secretary of the Arny’s approval is required if any of these
exceptions are used. However, this does not nean that an
enpl oyee may never upgrade to fly first class while TDY. An
enpl oyee may upgrade in the foll ow ng situations:

(1) An enployee may use Frequent Flyer benefits earned
whil e on personal travel.

(2) An enployee may use his/her own funds to upgrade.
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(3) An enployee may accept an on-the-spot upgrade that
is not being offered because of grade or position.

(4) An enployee may use a coupon that was received
because of nmenbership in an airline club by virtue of the nunber
of mles flown with the airline, even if sone or all were flown
on TDY. However, this nust be a no-cost upgrade, neaning that
t he enpl oyee did not cash in official mleage points to gain
menbership to the club or exchange official points for the
coupon.

d. Delays in Flights. |If an enployee is bunped by the
airline, they may provide the enpl oyee with a hotel room neals,
and a coupon for a round-trip ticket anyplace in the U S A
such benefits belong to the governnent. The enpl oyee’s travel
voucher should reflect no cost for the hotel and per diemw | be
reduced accordingly for the neals. The coupon for a round trip
ticket can only be used for future governnent travel. |If an
enpl oyee volunteers to be bunped and received these benefits, the
benefits belong to the enpl oyee, however the delay must not
interfere with or delay the m ssion, nor should the governnent
i ncur any additional costs because of the delay. The enpl oyee’s
travel claimnust reflect this personal tine.

2-8. Travel by Train. It is the responsibility of the enployee
to make train reservations and purchase the train tickets.
However, the cost of the trip is not to exceed the governnent
rate for travel, and travel wll be limted to the anmount of tine
for travel fromthe point of origin to the duty station by
commercial air. |If the travel by train exceeds the limt, the
time falls under Reconstructive Travel. (See paragraph 2-12)

2-9. Foreign/ Overseas Travel

a. For foreign travel enployees nust notify the travel
office at the earliest tine possible. A country clearance is
required for nost foreign travel. Country clearances require at
least thirty (30) days notice. The travel office wll obtain
authority from Headquarters United States Arny Corps of ENngineers
(HQUSACE) to proceed with the clearance and informthe enpl oyee
of all necessary docunents for overseas travel

b. Enpl oyees nust contact Carlson-Wagonlit for the
necessary airline, hotel, and rental car reservations (see
par agr aph 2-7-a).
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c. The follow ng docunents are needed before a clearance is
request ed:

(1) ENG Form 4960-R  Request for Approval of Foreign
Travel .

(2) DA Form 2374-R  Notification of Foreign Visit.
(3) Passports and Visas
d. The travel office will type a clearance nessage on DD
Form 173-2 (Joint Message Form) and forward it to |MPR for
transm ssi on.
e. It is advised that enployees traveling to foreign
countries check with the travel office for any restrictions on
personal itens when entering and | eaving a foreign country.

f. If the scheduled flight is for over fourteen (14) hours,
a twenty-four (24) layover is authorized for the enpl oyee.

2-10. Passports/Visas.

a. The Passport Ofice |located at Hunter Arny Airfield wll
assi st governnent enployees with passport/visa applications. The
Passport O fice is located in building 1286, directly across from
t he Post Exchange. The tel ephone nunber is (912) 352-6416.

b. The enpl oyee should go to the Passport O fice with an
ol d passport or a birth certificate wwth a raised seal. The
Passport O fice will assist the enployee with the necessary
forms, take the required pictures, and mail the application to
the State Departnent.

c. \Wen the passport or visa is processed, the personnel at
t he Passport Ofice wll notify the enployee to pickup his/her
passport or visa. Governnent enpl oyees do not need travel orders
to process the passport/visa application, however the enployee is
required to have a valid travel order to pick up the passport or
Vi sa.

d. Enpl oyees shoul d begin the application process as soon
as they becone aware of the possible need for a passport or visa.
The entire process takes approximately six weeks to conpl ete.

2-11. Reconstructi ve Travel. Reconstructive travel is travel
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t hat has been reconstructed as if the enployee had flown to

hi s/ her destination. Exanple: An enployee is directed to go to
New Ol eans, La. for TDY. The enpl oyee decides to take a POV and
drives Saturday and Sunday instead of flying. The enployee is
only eligible for reinbursenent for three quarters of a day’s per
di em Sunday (the day of the flight), and is not eligible for any
per diem Saturday. The sanme rule applies for the return trip.

2-12. Permanent Change of Station (PCS).

a. 1st Duty station allowances.

(1) Enployee is allowed m | eage, per diem novenent
and storage of House Hold Goods (HHG ONLY.

(2) Movenent of 18,000 I bs. and 90 days of tenporary
storage of HHG is all owed.

b. PCS noves within Continental U S.

(1) Enployee is allowed m | eage, per diem novenent
and storage of HHG

(2) Dependents are allowed per diem
c. Mscell aneous expense.

(1) Enployee w dependents - $700.

(2) Enployee only - $350.

d. Mleage rates for PCS noves:

Enpl oyee - - - - - - - - - - - - - - - - 15 per mle
Employee +1 - - - - - - - - - - - - - - - - 17 per mle
Enployee +2 - - - - - - - - - - - - - - - - 19 per mle
Enployee +3 - - - - - - - - - - - - - - - - 20 per mle

e. Per diemconputation.

(1) For the enployee, per diemrate is based on $30
per day for neals and incidentals plus average cost of | odging
not to exceed $50. (AVERAGE COST OF LODA NG | S BASED ON SI NGLE
RATE OF MOTEL ROOM It is the enployee’s responsibility to find
out single rate and annotate on receipt.) Per diemshall not be
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paid for travel of 12 hours or less incident to a change of
official station w thin CONUS.

(2) Per diemfor dependents:
(a) Spouse - 3/4 of enployee rate.

(b) Dependent 12 years or older - 3/4 of enployee
rate.

(c) Dependent under 12 years - 1/2 of enpl oyee rate.

f. Tenporary Quarters Subsistence Expenses (TQSE)
al l omance. TQSE is authorized in 30 day increnents for a tota
of 60 days. Any extension to the 60 days initial authorization
must be approved by the Transportation Oficer and routed through
the appropriate division chief. Extensions will only be granted
in cases where the enployee had full intentions of occupying a
per manent residence prior to the end of the initial 60 day
aut hori zati on.

Dependent s
Enpl oyee 12 & Over Under 12
1st 30 Days (per day) 80. 00 60. 00 40. 00
2nd 30 Days (per day) 60. 00 45. 00 30. 00

PLEASE NOTE THAT CLAI M5 FOR TEMPORARY QUARTERS MUST BE FI LED ON
ENG FORM 4743-R, NOT DD FORM 1351-2. Motel receipts and dry

cl eaning recei pts and a statenment declaring whether neals were
home or comrercial nust acconpany this form

g. House hunting trip. Ten days round-trip allowed for
enpl oyee and spouse. The trip nmay be nade after a transportation
agreenent has been signed, but |IT MUST BE MADE BEFORE REPORTI NG
FOR WORK AT THE NEW DUTY STATION. dains nust be nmade on DD Form
1351-2 with any notel receipts attached. THE NUVBER OF DAYS
TAKEN ON A HOUSE HUNTI NG TRIP W LL BE DEDUCTED FROM THE LAST 10
DAYS OF TEMPORARY QUARTERS.

h. Mvenent of household goods. All novenent of HHG w ||
be acconplished by use of Governnent Bill of Lading (GBL). A
self nove will be authorized only in those cases where a very
smal | amount of HHG are being shipped and it is evident that a
nove other than GBL is nore advantageous to the governnent.
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i. Tenporary storage. N nety days of tenporary storage is
al l owed. Any extension nust be approved by the Transportation
O ficer.

j]. Howto file a PCS claim

(1) DD 1351-2: This formw |l show actual tinme of
departure fromold duty station and arrival at new duty station.
This formis used to file all clains on permanent change of
station.

(2) ENG Form 4743-R. This formw ||l be used to file
for tenporary quarters subsistence expenses. No other form may
be used. Attach all notel and dry cl eaning receipts and conplete
all parts of the form

(3) DD Form 1705, Application for Reinbursenent of
Expenses Incurred by DOD G vilian Enpl oyee Upon Sal e or Purchase
(or both) of Residence Upon Change of Duty Station: This form
W ll be used to claimreal estate expenses. Cosing statenents
or receipts for forfeited security deposits nust be submtted
with this form

(4) CESAS Form 1195, Certification for M scell aneous
Expense: This form can be obtained fromthe Finance & Accounting
Ofice or the follow ng statement nay be typed on the voucher: *“I
certify that | have discontinued ny residence at nmy old duty
station and have established a residence at nmy new official duty
station.”

(5) Advances for PCS travel are issued in 30 day
increnments and the person collecting the advance nust be
officially added to Savannah District’s CEFMS. Settl enent
vouchers (DD 1351-2) nust be filed within 15 days.

(6) A copy of the PCS travel order nmust be attached
each tinme a claimis filed.

(7) For any questions refer to the PCS Gui de bookl et,
contact the district travel office, or call (912) 652-5426.

2-13. Actual Expense Authorization (AEA).

a. The authority to approve/di sapprove a request for AEA is
del egated by the Commander to the Chief of Logistics Managenent,
only.
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b. Any request for AEA nust be submtted prior to the
travel beginning and nust containing the follow ng information:

(1) Dates the travel is to be perforned.

(2) Wy the normal authorized per diemis not
sufficient.

(3) \Were the conference, neeting, or training is to
be conduct ed.

(4) The grade or rank of the senior person in
at t endance.

(5) A statenent confirmng that a thorough check of
hotels in the area has been nade and | odging is not avail able
within the authorized per diem

c. Travelers should not occupy |odging above the authorized
per di em anmount w thout prior approval.

d. Wien AEA is approved, a copy of the nenorandum of
approval nust be filed with the traveler’s records along with
ot her mandat ory docunents.

e. The CEFMS travel voucher will only accept approved
| odging rates. |If the approved per diemlodging rate for a given
area i s $65 and the actual expense is approved for $75, the
amount of $65 is entered in the main body of the travel voucher
and $10 per night should be entered in the m scell aneous portion
of the voucher with “Authorized AEA” listed as the m scel |l aneous
item

f. Any questions related to AEA should be directed to the
Chi ef, Logistics Managenent at extension 5776.
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CHAPTER 3
MAI NTENANCE

3-1. Ol Analysis. Gl Analysis will be taken in accordance
with the nonthly [ist provided by the Arny Ol Analysis Program
(AQAP) Lab. Sanples and Form DD 2026 will be sent to the | ab at
Hunter Arny Airfield for testing. Upon conpletion of the test,
the results will be sent to the district maintenance office. |If
an abnormal result is found, the Transportation O ficer wll
notify the appropriate office and that office will follow the
instructions fromthe lab to correct the problem to include re-
sanpling and/or change the oil if and when necessary. Any
guestions regarding AOAP or entering a piece of equipnent into
the program should be directed to the District Transportation
Oficer at (912) 652-5336.

3-2. Energency Service/ Breakdowns and Repairs.

a. Ceneral Services Adm nistration (GSA) Vehicles - If a
GSA vehicl e breaks down the operator nust call the GSA
Mai nt enance Control Center’'s 24 hour toll free nunber at 1-888-
622-6344. Call this nunber to speak with a technician for
vehicle repair information. GSA will designate where the vehicle
is to be repaired. Upon conpletion of the repairs, all invoices
shoul d be given to the vehicle manager,who will forward themto
the | ocal GSA Representative.

b. Corps Omed Vehicles.

(1) Project Vehicles - For repairs, the operator
shoul d take the vehicle to a |ocal vendor or contractor, and if
necessary, use the office’s International Merchant Purchase
Aut hori zation Card (I MPAC) for all transactions. If tow ng
service is needed, contact the Field Ofice Mintenance
Coordi nator to provide transportation

(2) Revolving Fund Vehicles - For repair, the operator
shoul d take the vehicle to a | ocal vendor or contractor, use the
office’s I MPAC and the office nust call the transportation office
at the district for a CEFM5 work item nunber. This will then
charge the repairs back to the district. Upon conpletion of the
repairs, send the original invoice to the district trans-
portation office. |If towng services are needed, contact the
Field Ofice Mintenance Coordi nator or the District Mintenance
Coor di nat or.
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3-3. Accidents.

a. GSA Vehicle - If an accident occurs, the operator mnust
fill out the accident packet (which includes Standard Form 91)
| ocated in the glove conpartnent of each vehicle. Obtain a
conpl eted police report, contact GSA at the listed tel ephone
nunber, and notify the District Safety Ofice at (912) 652-5485.

b. Corps Owmed Vehicles - If an accident occurs, the
operator nust fill out ENG Form 3394. (btain a conpleted police
report, and contact the District Safety O fice.

3-4. Routi ne Mai nt enance and Servi ces.

a GSA Vehicles - GSA will designate when, where, and what
type of services are to be conducted on each vehicle. The
operator will receive a notification of services from GSA. Upon
conpletion of the required services, the project nmanager w ||
send GSA the conpleted formwith the current m | eage of the
vehicle and the date the services were conpl et ed.

b. Corps Omed Vehicles - The operator will take the
vehicle to a | ocal vendor or contractor for all services. The
services will then be paid for by the office’s credit card
(IMPAC). (see Paragraph 3-2-b for the difference between Project
and Revol ving Fund vehi cl es).

3-5. Fueling.

a. Al vehicles and equi pnment will be fueled using the
Wi ght - Express Gas Credit Card.

b. Wen queried by the vendor for a Personal Identification
Nunmber (PIN), the operator nust input the nunber. Also the
operator must input the current m | eage of the vehicle along with
the PIN. This nunber is found inside the |og-book or will be
given to the operator when the vehicle or equipnent is
di spatched. |f any problenms occur with the Wi ght-Express gas
card, contact Wi ght-Express Custoner Service at the 24 hour tol
free nunber | ocated on the back of the card. |If the nunber is
not on the back of the card, call 1-800-947-4472.

c. Turnin all receipts to the dispatching office and

record the anmount of fuel received on the trip ticket (ENG Form
3662, Jun 81).
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d. For Corps Omed Vehicles, the |license tag nunber nust be
recorded on the fuel receipt.

3-6. Roles And Responsibilities.

a. Mai nt enance O ficer- LMO

(1) Develop local policies and procedures as necessary
to inplenent the material maintenance managenent program

(2) Mnitor the mai ntenance program and advi se the
Chief, LMD of changes necessary to inprove |ocal maintenance
policies and procedures.

(3) Conduct sem -annual vehicle and nai ntenance
i nspections of all field sites, the Engi neer Depot, and al
division elenents to ensure that material standards are being
conplied wth.

(4) Conduct annual witten eval uation and revi ew of
the material maintenance programw thin the district.

b. Maintenance Managers: (appointed by the Savannah
District Division/Ofice Chiefs)

(1) Ensure that schedul ed and unschedul ed mai nt enance
of all personal property is perforned expeditiously and by the
nost econom cal neans available. Performduties in accordance
wi th Engi neer Regul ation (ER) 750-1-1.

(2) Oversee Maintenance Coordinators within their
activity.

(3) Performother duties as prescribed by nai ntenance
regul ati ons and policies.

c. Maintenance Coordinators: (appointed by the M ntenance
Manager)

(1) Performduties in accordance with ER 750-1-1,
Chapters 2 and 3.

(2) Responsi bl e for the mai ntenance of specific
itenms(s) of equipnment or for groups of equipnent.

(3) Coordinate dispatching functions and procedures.
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(4) Receive Equi prent Mi ntenance Checks and Service
(EMCS) and determne if the equipnent is operational and safe for
use.

(5) Ensure that maintenance data is maintai ned and
transferred to permanent records.

(6) Ensure that schedul ed and unschedul ed nai nt enance
i s perforned.

(7) Responsible for upward reporting requirenents
t hrough mai nt enance channel s.

(8) Responsible for tracking and conplying with
warranty requiremnents.

(9) Maintain operator records and nai nt enance records.
d. Qperators: (appointed by office supervisor)

(1) Receive equi pnent fromthe Mintenance
Coor di nat or.

(2) Ensure the safe operation of the equi pnent at al
tinmes.

(3) Check and maintain proper fluid levels in the
equi pnent at all tines.

(4) Ensure that the vehicle has been refuel ed before
turn-in.

(5) Conplete the dispatch formand turn in al
records, receipts, keys, credit cards and garage cards upon
conpl eti on.

(6) Report any nmai ntenance problens or short com ngs
to the Mai ntenance Coordi nator inmedi ately upon discovery.
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CHAPTER 4
SUPPLY

4-1. Purchase of O fice Supplies.

a. Al office supplies wll be purchased via | MPAC by each
office. The GSA Customer Supply Center Catalog wll be utilized
for quick ship directly to the card holder by calling (770) 463-
6000. To place an order, you will need your activity address
code, which is 964312, and an access code, which you will assign
yoursel f by conpleting GSA Form 3525. This formis located in
t he back of your Customer Supply Center catal og; only conplete
bl ocks 1, 2, 3, 5, 12, 13, 14a., 1l4c., 14d, and 14e. Itens not
purchased fromthe Custonmer Supply Center Catal og may be
purchased via the ADVANTAGE Programon the internet. The web
address for ADVANTAGE Programis “http://ww.gsa.gov’. The
ADVANTAGE Program requires you to use a secure browser such as
Net scape or Explorer. |If you use your credit card to order from
ADVANTAGE, you won’'t need a password or access code.

b. LMS wll approve all PR&C s for supplies, equipnent,
and property itens. Service PR&C s will not route through LMS
unl ess the incorrect resource code is used. PR&C s for LM S
approval are routed to the Arnmy Personal Property Managenent
System (APPMS) automatically via CEFMS. The Property Book
Oficer (PBO wll inmport PR&C s for approval tw ce daily, once
in the norning and again in the afternoon. |Individual PR&C
approval is not possible on this system because ALL PR&C s ready
for LMS approval are inported at the same tinme during the
transm ssion. Don’'t call the PBO for individual PR&C approva
unl ess the purchase is an energency and the m ssion cannot be
acconpl i shed w thout the i medi ate purchase of the iten(s).

4-2. Delivery and Receiving. Purchases nade by credit card wll
be delivered to the | oading dock at the federal building, 100 W
Qgl et hor pe Avenue, Witaker Street entrance. They will be
accepted by a Logistics team nenber and delivered to the desk of
the card holder. Once again, the address code for the Federal
Building if ordering fromGSA is 964312. Property itens, |arge
items such as furniture, and itens purchased using ot her nethods
such as delivery or purchase orders will be delivered to LMS,
Engi neers’ Depot, Hutchinson Island. At this tine, all property
items will be bar-coded by the PBO inspected, and prepared for
delivery to the end user. The address code for Hutchinson Island
if ordering fromGSA is 964309. Receiving reports for itens
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purchased by credit card will be done by the card hol der.
Receiving reports for itenms purchased by other nmethods will be
done by the end user when their iten(s) are received. They wll
be delivered to the | oading dock at the federal building. For
any GSA or Defense Logistics Agency (DLA) itens ordered for you
by LM S personnel, you nust forward a copy of your PR&C to LM S.
LMS will only order itens that cannot be ordered by your credit
card holder. Al approvals, including final obligations wll be
done by the requesting office, not LM S personnel.

4-3. Mandatory Sources. Excess property nmust be checked prior
to ordering any itemother than office supplies. Call LMSto
see what we have on hand. W al so keep excess |ists from ot her
Corps Districts. DLA, UNCOR and the Association for the Blind
and Handi capped are still mandatory sources, and nust be
consulted prior to ordering any itemfrom other sources. Open
mar ket sources should only be used if itenms cannot be acquired
fromthe above mandatory sources. UN COR requires that you get a
wai ver prior to purchasing any of their itenms from other sources.

4-4. Items LMS WII Continue to Stock. W wll continue to
stock copi er paper, Corps mailing envel opes, |etterhead paper,
hard hats, |ight bul bs, numerous parts, supplies, and equi pnent
for the Core Drill and Survey Units, and the QOperations facility
| ocated at the Engi neers Depot, Hutchinson I|sland.

4-5. Disposal of Excess Property. Wen you have property on
hand that is excess to your needs, call the PBO at extension
5961. He will conplete the necessary paper work, ENG Form
4900- R, Property Control Receipt (PCR) and have the property
physically renmoved fromyour area. The property wll be placed
in the LM warehouse where it will be held until final disposition
t akes place. Excess property in serviceable condition nust be
circul arized throughout the Corps of Engineers for a period of 30
days. If no one requests the property, it will be physically
noved to the Defense Reutilization & Marketing O fice (DRMO) for
donation screening and/or sale. Personal conputers and rel ated
equi pnent are usually donated to a school system after being
circularized by the Defense Automati on Resources |Information
Center. Small quantity hazardous materials or wastes may be

di sposed of by LMS. Call the Chief, LMS, for pickup

4-6. Labor Services. LMhas three |aborers and one Lead

| aborer. |If labor services are required by your office for
reasons other than office noves, call the Chief, LMS at
extension 5409. Oherwise, call the Facilities Manager at
ext ensi on 5192.
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4-7. Warehouse Requisitions. To acquire supplies, parts, or
equi pnent stocked by LMS, submt a warehouse requisition, CESAS
Form 1198. This form should be submtted to the Materials
Handler in LMS where the order will be filled for delivery or

pi ckup. Itens issued by the supply warehouse (listed in

Par agraph 4-4) will be charged back to the user on a quarterly
basi s.

4-8. Property Accountability.

a. The Hand Recei pt Hol der (HRH) and Sub- Hand Recei pt
Hol der (SHRH) are responsible for maintaining accountability of
property appearing on their official hand receipt account
listing. Supervisors no |ower than branch |evel (or equivalent)
will normally be designated as HRH's. Division and Ofice Chiefs
are responsible for notifying the PBO of anticipated departures
of a HRH and designating a new HRH HRH s are to sub-hand
receipt itenms to user lever, i.e., if an enployee has a conputer
cal culator, radio, canera in his/her possession, the itens are to
be sub-hand receipted to them Call the PBO for instructions on
how to acconplish this.

b. Lost, damaged, stolen, or destroyed property is to be
reported to the PBOw thin two working days after know edge of
the incident. This can be done by tel ephone and the PBO wil |
instruct you on how to conplete a DA Form 4697 - Report of Survey
(ROS) and how t he ROS system works.

c. Internal changes, transfers, or turn-ins of property
will be reported to the PBO i medi ately. You will use the PCRto
control the flow of property within your area.

d. If property is received in the HRH s area that has not
been bar-coded, the PBOis to be notified immedi ately so the
property may be bar-coded.

e. One hundred percent inventory of property wthin the
Hand Recei pt Account (HRA) listing will be acconplished annually
by the HRH. The HRH will be notified by the PBOin witing of
the date and tine of the inventory. The PBOwI| assist in the
inventory if requested by the HRH. The inventory wll be
acconpl i shed by scanners and an inventory results listing wll be
provided the HRH to reconcile the findings with the property book
record. |If there are overages, action nmust be taken to return
property to the proper HRH, transfer to the proper HRA or turn
in as excess. Once again, the PCRw Il be used to acconplish
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this. |If shortages occur, the property nust be physically

| ocated or a DA Form 4697, ROS, submtted within 15 cal endar
days. After the hand recei pt has been reconciled with 100%
accounting of all itens, the HRHw Il sign the HRAlisting. The
PBO wi || produce and annually distribute the HRA listing. Once
the HRH has inventoried all itens and signed the account print-
out, the original will be returned to the PBO

f. The HRH may allow the use of privately owned property
within their area of control. The ENG Form 4878 w ||l be used to
identify this property. The “Privately Owmed Property Tags” may
be obtained fromthe PBO

| f property is to be tenporarily renoved for repair, a

PCR mjil be partially conpleted. Fill in blocks 1, 2, 3, 7 & 8.
The vendor/representative physically renoving the property wll
fill in blocks 4, 5, & 6. The PBOw Il sign in block 9, make a

copy for the vendor/representative, and a copy for the HRH  The
vendor/representative then takes his/her copy to the Chief, LMO
for final approval in order to |leave the premses with the

property.

h. If property is to be tenporarily renoved for reasons
other than repair, a PCRwll be partially conpleted. Fill in
blocks 1, 2, 3, 5, 6, & 7. The PBOw Il keep the original and a
copy will be kept by the HRHto be filed with his/her HRA |isting
until the property is returned.

i. |If property is to be |loaned to an individual outside the
HRHs supervi sory area of responsibility, the PCR nust be signed
for between HRHs. Conplete blocks 1, 2, 3, 4, 5 & 6. The HRH
receiving the property will retain a copy to be filed with
hi s/her HRA listing; the HRH | oaning the property will do the
sane.

j. If property is to be loaned to an individual outside
Savannah District, the HRH |l oaning the property will conplete a
PCR conpleting blocks 1, 2, 3, 4, 5 6, 7, & 8. The HRH w |
prepare a nenb with the necessary information about the |oan,
i.e., reason for loan, length of |oan, and nanme and address of
party accepting responsibility for the property. The property
bei ng | oaned, nmeno, and the PCR will be sent to the PBO. He wl
sign block 10 and retain a copy for suspense. A signed copy wl
be sent to the HRH. Arrangenents for shipping the property wll
be handl ed by LM S personnel.
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4-9, Ter ns.

a. Access code - A code assigned to the card holder to
access the custoner supply center. Conplete GSA Form 3525,
assi gn your own code, and fax or mail it to GSA

b. Activity address code - the six digit code assigned to
your delivery address. Federal Building - 964312, Engi neers’
Depot - 964309.

c. ADVANTAGE Program - An on-line shopping service where
you can order by using your | MPAC Visa w thout needi ng any access
codes or passwords.

d. Excess Property- Property that is considered excess to
t he needs of Savannah District or other corps districts.

e. Hand Receipt - A docunent used as a formal record
denoting acceptance of and responsibility for personal property.

f. Hand Recei pt Account (HRA) - A list of non-expendable
property assigned to a Hand Recei pt Hol der.

g. Hand Recei pt Account Nunber (HRA Nunber) - A nunber
assigned to each area of responsibility.

h. Hand Recei pt Holder (HRH) - The individual selected at
the Division or Branch Chief |evel who is responsible for the
care, use, and safe keeping of the property wthin the
account abl e area.

i. Inventory - A physical count of all accountable
property.

J]. Inventory Reconciliation - A match between physical
counts and the accountable records to identify and adj ust
accountabl e records when in disagreenent with the physical count.

k. Mandatory Sources - Sources government agencies are
required by |law to use.

. Open Market Sources - Private industry sources.

m Pilferable Property - Property of any dollar val ue that
is portable and easily msplaced, taken, or stolen, and which
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shoul d be secured when not in use, i.e., calculators, pocket
recorders, portable term nals.

n. Property Book - Record book kept in LMS in which are
listed the quantities and classifications of equipnment for CESAS.

0. Property Book Oficer (PBO - An individual appointed in
witing by the Conmander to centrally oversee personal property
assigned to the District.

p. Qick ship - Shipnment in 24 hours with many orders
shi pped the sane day and delivered the next, no extra charges.
The prices already include shipping and handli ng.

g. Secure browser - An on-line service that allows you to
access the ADVANTAGE Program Since you will be using your Visa
Card, a browser that is considered “secure” is required by GSA.

r. Serviceable Condition - Property assigned condition
codes A through E

S. Sub-Hand Recei pt Holder (SHRH) - An individual who
acknow edges receipt of pilferable property fromthe HRH of
hi s/ her branch on copy 2 (yellow) of the Property Hand Recei pt,
ENG Form 4866, ENG Form 4900-R, or an internal control |isting
established by the HRH

t. UNI COR - Federal Prison Industries.
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CHAPTER 5
FACI LI TI ES

5-1. Overtine Uilities. Normal operating hours of the JG
Federal Building are 0600-1800 hours Monday through Friday,

excl uding holidays. To obtain lights and air conditioning after
1800 on workdays and on weekend and holi days, a request (CESAS
Form 1117) nust be submitted to the Facilities Manager no | ater
t han 1200 noon on the day for which the service is requested and
1200 noon on days precedi ng weekends and hol i days. The request
may al so be submtted by CCMail, receipt requested. |f you have
not received a CCMVail receipt before the deadline, hand carry a
request to LM Exact dates, tines and buil ding quadrants MJST be
noted in the request as well as nane and extension #  Use of
overtinme lights and air wll be charged to the requesting office
on a quarterly basis.

5-2. Myvenent of Furnishings and Partitions. All requests for
re-location or installation of furnishings and partitions nust be
submtted to the Facilities Manager. Mnor re-locations such as
nmoves involving up to 3 work stations can be explained to the
Facilities Manager. Major re-locations such as novenent of an
entire section or branch will require drawings. |In nbst cases,
these drawings will be prepared by in-house designers and wll be
charged to the requesting office as well as other charges for

| abor or data/phone line installation. Funds to cover the cost
of these re-locations nust be processed within CEFMS prior to the
commencenent of the work.

5-3. Renovations and Major Construction. Any renovations or
construction to the facility nust be approved by GSA. The
requester will be furnished a firmprice to acconplish the work
and work will be perforned by the GSA partition contractor. The
Facilities Manager will function as the District’s COR on al
renovation and construction contracts with GSA. Pre-construction
conferences will be schedul ed and attended by GSA, the partition
contractor, the requester, and the Facilities Manager. Any

di sagreenents will be solved prior to start of the project.

5-4. Frequent, Re-occurring Requests. Requests such as
conference room arrangenent, dysfunctional cabinets, replacenent
of light bulbs, tenperature adjustnents, etc, wll be submtted
by CESAS Form 1117 or CCMail to the Facilities Manager. The
Facilities Manager will contact the appropriate conponent to
acconplish the work. Team nenbers may contact GSA at ext 4043
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for energencies only, when the Facilities Manager or other LMO
personnel cannot be contacted.

5-5. Furniture Purchased for the Facility. Al anticipated
purchases for furniture and fixtures for the JG& Federal Buil ding
w Il be approved by the Facilities Manager. The Facilities
Manager’ s approval is needed to ensure that purchases are | AWthe
establ i shed decor of the facility and that conponents are
conpatible to connect with present partitions or nodul ar
furniture. The process will also give the Logistics Ofice a
chance to check excess inventory for any itens on hand, as well
as ensuring that the proper source of procurenent is used.

5-6. Conference Room Scheduling. There are nine jointly used
conference roons within the federal building. These conference
roonms must be scheduled prior to use. Projectors, podiunms, and
screens needed for neetings or conferences nay be obtained by
calling the Logistics Ofice at ext 5975. Listed below are the
avai | abl e conference roons, seating capacities, and points of
contact for scheduling these roons.

NAME Seati ng PCC

Bi d Openi ng Room 20 x5902 (CT)
gl et hor pe Room 12 x6150 (EN)
Roons 1015/ 1019 25 x5421 (LM
Savannah Room 20 x5384 (PM
Wi t aker Room 12 x5341 (OP)
EN Conf Room 10 x5228 (EN)
Bar nard Room 10 x5203 (RE)
Aber corn Room ( Trng) 25 x5528 (IM

GRANT M SM TH
CCOL, EN
Conmmandi ng

DISTRIBUTIONN C & D

Pl us CESAS-LM (15)
CESAS- | MPR (5)
CESAS- | MPL  (2)
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